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£4KRONOS webTA 3.8 Timekeeper’s Guide

Introduction

The purpose of this document is to provide Timekeepers information needed to use webTA for
fulfilling the Timekeeper job functions available in this application. It is not intended to provide you
with information about basic procedures such as logging in, searching for employees, or getting help.
For information on how to use the basic functions of webTA, see the document webTA Basics.

The Timekeeper Main Menu page opens when a Timekeeper logs in.

1= webTA: Timekeeper Main Menu: com.threeis.web 1 1 <p - Windows In ternet Exp -II:I|_>§J

:Headtgiewl-';mes Tocls Help

Help Logout

Timekeeper Main Menu

Select | S w @Sl
LR Search For Employee
WETRI Add Employee

(roaemporee |
o |
Jweon |

User Functions
Delegate | Change Password I View Tasks (58) |

Employee | | Master Timekeeper | Supenisor |

Master Supenisor [ HR. Admin I Project Manager | Adrnir!|

Al

Z4KRONOS

This page provides access to all time and attendance functions for a Timekeeper.

Timekeeper access to employee records is restricted to employees who are assigned to the given
Timekeeper. For these employees, Timekeepers can:

» Enter and validate T&A data on behalf of their employees
* Review an employee’s previously certified T&A data
» Manage an employee’s Employee Profile
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* Add new accounts
» View leave and premium pay requests
* Add new employees

Within webTA, there are specific types of employee information managed by the Timekeeper. For
organizations that use timekeeper-based data entry, Timekeepers enter time and attendance
information, including hours worked and hours absent.

Once all information for an employee in a given pay period is entered, the Timekeeper validates the
T&A record.

Searching for employees as Timekeeper

The Search for Employee page for Timekeepers functions according to the description in
webTA Basics, except that the Timekeeper has the options to search by:

» Employee’s timekeeper
« T&Atype
e Pay period

Refer to webTA Basics for detailed information on searching.

If the Timekeeper is a delegate for more than one Timekeeper, or if they are both an actual Timekeeper
and another Timekeeper’s delegate, they can configure the search to only display employees assigned
to a particular Timekeeper.

The T&A Type field lets you limit T&A records to those records meeting these criteria:

» Corrections displays T&A records in the system that have been corrected.

» Unvalidated displays records that have not been validated by either the employee or the
Timekeeper.

» Validated displays records which have been validated by the employee or the Timekeeper, but
which have not yet been certified by the Supervisor.

» Certified displays records that have been both validated and certified, but not yet built.

» No Profile displays records for which no T&A profile data has yet been stored. Records must
have T&A profile data recorded before time can be entered for that record.

The Pay Period field lets you restrict the records displayed, based on the pay period.

e Current matches records for the current pay period.

»  Previous matches records for the previous pay period that are typically completed records that
need to be certified and built.

e Older matches records not in the current or previous pay periods.

Once search results are returned, you can perform T&A and other activities for the list of returned
employees.
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Selecting employees

Most Timekeeper tasks are managed from the Timekeeper Select Employee page, which opens when
you click Select on the Timekeeper Main Menu page.

wehTA: Timekeeper Select Employee: com.threeis.webta.P410selEmp . B ] 3}

File Edit Wew G0 Bookmarks Tools  Help

Help Logout

Timekeeper Select Employee
[ [ status | _Employee | _userid |pay period|Timekeeper|supervisor]
o

ADMIN, DEMQ DEMOADMIN 18 - 2006 ADMIN ADMIN
. ADMIN, DHEHG DHEHQADMIM 18 - 2006  ADMIN ADMIN
8/ Administratar, The ADMIN 17 - 2006  ADMIN ADMIN
(& ADMIN, S5 SSADMIN 18 - 2006 ADMIN ADMIN
© W¥al by Tkp User, Sup SUPUSER 18 - 2006  ADMIN ADMIN

Selected TaA
Edit T&.A i T&A Profile | Leave i Set Pay Period | Delete | “alidate i Summary i

Selected Employee
Default Schedule | Correction | Locator Info | Certified TaAs | Emp Profile | Leave Audit I

\/ahdateAlll Return
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The page contains a list of employees who are directly assigned to you or delegated to you, along with
buttons that give you access to activities associated with processing information for employee T&A
records.

If you have both directly assigned and delegated employees, directly assigned employees are shown
first.

In the employee list, entries designated by (C) to the right of Pay Period are corrected time sheets.

The Status column of the employee list contains a status indicator for each T&A record. The column
can contain one of these status types:

* No Profile - The T&A profile must be set by the Master Timekeeper for this employee for this
pay period before other operations can be performed.

» Val by Emp — The employee has validated this record.
» Val by Tkp — The employee’s Timekeeper has validated this record.
* Val by MstrTkp — The Master Timekeeper has validated this record.

» Certified — This record has been certified by the employee’s Supervisor, and is ready to be
built.

* No Data - A T&A profile for the employee exists, but no T&As have been entered.
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Two groups of buttons follow the employee lists:

e Those in the Selected T&A section apply to the selected T&A.
» Those in the Selected Employee section apply to the selected person.

If there are multiple records for an employee, a regular T&A and one or more corrections, it doesn’t
matter which of the T&As you select for the list of functions.

The Validate All button is not associated with a selected record, but when clicked, validates records
for the entire list of selected employees.

Entering and editing T&A data

Transactions are sorted into work time transactions and leave and other time transactions. The T&A
Data page is used to enter time and account or other project information for time and attendance
transactions.

To enter time worked for an employee:

1. Select, or search for and select, the employee.

If you searched for the employee, the Search Results page opens. If you chose to select the
employee, the Select Employee page opens listing the employees who you are Timekeeper for.

webTA: Timekeeper Select Employee: com.threeis.webta. P410selEmp . = E||5|

File Edit Wew Go Bookmarks Tools Help

Help Logout

Timekeeper Select Employee
[~ status | Employee | Userid _|Pay period|Timekeeper|supervisor]
[C =

ADMIM, DEMO DEMOADMIN 18 - 2006  ADMIN ADMIN
8l ADMIN, DHSHO DHSHOQADMIN 18 - 2006  ADMIN ADMIN
8 administrator, The ADMIN 17 - 2006  ADMIN ADMIN
L8 ADMIM, 55 SSADMIN 18 - 2006  ADMIN ADMIM
 Wal by Tkp User, Sup SUPUSER 18 - 2006  ADMIM ADMIN

Selected TaA
Edit T&A I T&A Prafile | Leave i Set Pay Period | Delete I Validate I Sumrmary i

Selected Employee
Default Schedule I Caorrection | Locator Info I Certified T8As | Emp Profile I Leave Audit |

Walidate All Return |

£4KRONOS
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2. Ineither the Search Results or Select Employee page, click to select the employee line whose time
you want to enter, then click Edit T&A.
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The employee’s T&A Data page opens.

webTA: TRA Data: comthreeis.webta P430skineDataTAPay

S [=TE]
Ble Gt Yew Go Qockmarks Jock Help

Help Logout

T&A Data

Hamar DEMD ADMIN Pay Paried 12 1 Sep 3, 2008 to Sep 16, 2006

Tirne Caed Typat Regular Lasva Yean 2008
; — [ w T = ==
[ 1 3| & |8 & =] | 3 120 |23 |2z | aa | 14| 15| 16 |
[lanticues e s [elialslalalelehud QIMIFIWIT]IV]Y ot
Work Time

Leave and Other Time

(Ho Work Tima tranzactioas) |

/B 4 | ; iaal | i ||
AdminfEncused Absence ke st o b wecmat %00 00| e |
[t LewesndOtherTime ot [ w00 | | | Jeeo| || 1 T T [ ol

Daily Total | 00 100 [ Jeson]|
[Remarks: | |

Updme] Smﬂalum] Cancal
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3. Type the hours, by date, for the appropriate transaction in the Work Time section.
See the guide webTA Basics for details about how webTA handles time entry.

4. If you want to update the T&A Data page, but do not want to close the page yet, or if want to do
further work with the employee’s T&A data, click Update.

-OR -
If you are finished entering or editing the T&A data, click Save/Return.

To add a new work time transaction:

1. Select, or search for and select, the employee.

If you searched for the employee, the Search Results page opens. If you chose to select the
employee, the Select Employee page opens listing the employees who you are Timekeeper for.
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webTA: Timekeeper Select Employee: com.threeis.webta P410selEmp = E||5|

File Edit Wew Go Bookmarks Tools Help

Help Logout

Timekeeper Select Employee
T N T 2 T

ADMIM, DEMO DEMOADMIN 18 - 2006  ADMIN ADMIN
8l ADMIN, DHSHO DHSHOQADMIN 18 - 2006  ADMIN ADMIN
8 administrator, The ADMIN 17 - 2006  ADMIN ADMIN
L8 ADMIM, 55 SSADMIN 18 - 2006  ADMIN ADMIM
 Wal by Tkp User, Sup SUPUSER 18 - 2006  ADMIM ADMIN

Selected TeA
Edit T&A | T&A Prafile | Leave | Set Pay Period | Delete I Validate | Sumrmary |

Selected Employee
Default Schedule I Caorrection | Locator Info I Certified T8As | Emp Profile I Leave Audit |

Walidate All Return |
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| Done | webtakronos.com (%) 2

2. Click to select the employee whose time you want to enter, then click Edit T&A.
The employee’s T&A Data page opens.

webTa: Tha Data: com.threeis.webta P430skneDotaTAPay = =100 x|

Ble Gt Yew Go Qockmarks Jock Help

Help Logout

T&A Data
Hamat DEMO ADMIN Pay Paried: 1% 1 Sep 3, 2006 to Sep 16, 2006
Tima Card Typer Regular Luave Yesr 2808
) . Sep T { Sep =
3| &l |liE [eElie e i 1011|3213 | |1s]|e l |
R - T T - S -0 0 5 e S B B
Waork Time
(Mo Work Tima tansactions) |
Leave and Other Time
(£ | |
g Ercesed Absance =% Kb (b d! 00 -s;uo| | |00
[New] Lese andOther Time Totad [ 800 | | | 1 Jemos| | | T T T | Taon
Daiby Tatal | 8:00 2100/ | [e:00]
|Remarks: | |
Update | Seve/Retum | Cancel I
€4KRONOS
Done | webta broros.com = -

3. Inthe Work Time section, click New.
The New Work Time Activity page opens.
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J webTa: New Work Time Activity: com._threeis.webta P4301slineNew - Mic n L E
| Ble Edt vew Favortes Toos Heb | A

&

Help Logout

New Work Time Activity

Transaction Code | =
TN
o[

Account Data
BT |
Save | Cancel

£4KRONOS

4. Enter the information for the new transaction by selecting it from the appropriate lists or typing in
the text boxes, then click Save.

The Work Time section on employee’s T&A Data page displays the new transaction.

To add a new Leave or Other Time transaction:

1. Select, or search for and select, the employee.

If you searched for the employee, the Search Results page opens. If you chose to select the
employee, the Select Employee page opens listing the employees who you are Timekeeper for.

webTA: Timekeeper Select Employee: com.threeis.webta.P410selEmp ... I = Dlﬂ

File Edit Wiew Go Bookmarks Tools  Help

Help Logout

Timekeeper Select Employee
I e o R e e e

ADMIN, DEMO DEMOADMIN 18 - 2006 ADMIN ADMIN
(el ADMIM, DHSHQ DHSHOQADMIN 18 - 2006 ADMIN A0OMIN
(& administrator, The ADMIN 17 - 2006  ADMIN ADMIN
e ADMIN, 55 SSADMIN 18 - 2006 ADMIN ADMIN
= val by Tkp User, Sup SUPUSER 18 - 2006 ADMIN A0OMIN

Selected TA
Edit T&A | T&A Profile | Leave | Set Pay Period | Delete I alidate | Summary |

Selected Employes
Default Schedule I Carrection | Lacator Info I Certified T&As | Emp Profile I Leave Audit |

Yalidate All Return |

£4KRONOS
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2. Click to select the employee, then click Edit T&A.
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The employee’s T&A Data page opens.

webTA;: T&A Data: com.threeis.webta,P430slineDataTAPay

fie Edt Yew Go Bookmarks Iook  Help

=101

Help Logout

T&A Data

Hame:
Time Card Type: Regular

17 : Aug 20, 2006 to Sep 2, 2006
Leave Year: 2006

Aug Aug Sep
21 {22 {923 {24 | 25§ 26 27 {28 29 is0is iz
M T iw i T ! Fis |wki|] s imM:iT ! wiT!F:is

Wk 2 | Total

oooooooooooo

200 8:00 {800 800 @00 | 40: 00 200 900 500 &00 10:00;

Work Time Total

200 8:00; %00 800 5:00; [a0:00] 200 §:00 §:00 500 1000

[4z:00]82: 00

and Other Time

(Mo Leave and Other Time transac tions)

Daily Total [

2:00 ; 8:00; £:00 8:00 8:00; [a0:00] 2:00; 8:00  8:00 8:00 10:00;

[4z:00]22: 00

Remarks:

Update I Save/Retum I Cancel

£4KRONOS
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3. Inthe Leave and Other Time section, click New.

The New Leave and Other Time page opens.

FwebTA: New Work Time Activity: com.threeis.webta.P4301slineNew - Microsalt
ite E® dew Favobes Yo Hab

Help Logout

New Leave and Other Time Activity

Transaction Code |Cump Used/Religious j
e
.

Account Data

cove rccoures | g

Save | Cancel

Z4KRONOS

=

4. Enter the information for the new transaction by selecting it from the appropriate lists or typing it
in the text boxes, then click Save.

The Leave and Other Time section of employee’s T&A Data page changes to reflect the

modifications you made

To edit a work time transaction:

1. Select, or search for and select, the employee.

If you searched for the employee, the Search Results page opens. If you chose to select the
employee, the Select Employee page opens listing the employees who you are Timekeeper for.

webTA 3.8 Timekeeper’s Guide
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webTA: Timekeeper Select Employee: com.threeis.webta P410selEmp ! ‘ 1l = E||5|

File Edit Wew Go Bookmarks Tools Help

Help Logout

Timekeeper Select Employee
T N T 2 T

ADMIM, DEMO DEMOADMIN 18 - 2006  ADMIN ADMIN
8l ADMIN, DHSHO DHSHOQADMIN 18 - 2006  ADMIN ADMIN
8 administrator, The ADMIN 17 - 2006  ADMIN ADMIN
L8 ADMIM, 55 SSADMIN 18 - 2006  ADMIN ADMIM
 Wal by Tkp User, Sup SUPUSER 18 - 2006  ADMIM ADMIN

Selected TaA
Edit T&A | T&A Prafile | Leave | Set Pay Period | Delete I Validate | Sumrmary |

Selected Employee
Default Schedule I Caorrection | Locator Info I Certified T8As | Emp Profile I Leave Audit |

Walidate All Return |

= 4KRONOS
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2. Click to select the employee whose time you want to edit, then click Edit T&A.
The employee’s T&A Data page opens.

webTA: T&A Data: com.threeis.webta.P430slineDataTAPay =10 x|

Ele Edt View Gr Bookmarks Tools Help

Help Logout

T&A Data
o The Administrator Fay Fariod 17 + Auug 20, 2006 & Sep 2, 2006
Time Card Type: Regular Leave vean 2006
T = 7 =
s 20 P21 P2z 28 iz4 i oze PR T
Transaction  phishiaccount ‘ s m T woiT i F slwalsiwm T wiTiF s |waTen
Work Time
{ S 1e00a000000003) 8100 200 00 200 Bi00 40100 {8100 18100 (8100 B0 10:00 -
i i(Ne Description) : {8108 : : |
[1ew] Work Time Total | P00 800 8007 £:00 7 6:00 [+0:00] P800 800 8:00 8:00 10:00 [a: [

Leave and Dther Time

(No Leave and Other Time transactions) |

Daily Total | {8:00 8:00 800 8:00 : 8:00 [+0:00] P 8:00 800 8:00: 8:00  10:00 [a2:00[82:00]

Remarks:] ]

Update | Save/Retum | Cancel

KRONOS

| Done webta.kronos.com ()

3. Inthe Work Time section, click Edit next to the transaction you want to edit.

The Edit Work Time Activity page opens.

webTA 3.8 Timekeeper’s Guide 9 © 2008 Kronos Incorporated



webTA: Untitled: com.threeis.webta P4302slinedit - =101
| Ble Edt Vew Favorkes Tock Help | &

Help Logout

Edit Work Time Activity

[01 - Regular Base Pay =l
—
—
[Use Project Account =1
[T Aardvark =]
S;m[ Cancel |

£4KRONOS

4. Enter the new information for the transaction by selecting it from the appropriate lists or typing it
in the text boxes, then click Save.

The Work Time section on the employee’s T&A Data page changes to reflect the modifications
you made.

To edit a Leave or Other Time transaction:

1. Select, or search for and select, the employee.

If you searched for the employee, the Search Results page opens. If you chose to select the
employee, the Select Employee page opens listing the employees who you are Timekeeper for.

webTA: Timekeeper Select Employee: com.threeis.webta.P410selEmp ... I = Dlﬂ

File Edit Wiew Go Bookmarks Tools  Help

Help Logout

Timekeeper Select Employee
I e o R e e e

ADMIN, DEMO DEMOADMIN 18 - 2006 ADMIN ADMIN
(el ADMIM, DHSHQ DHSHOQADMIN 18 - 2006 ADMIN A0OMIN
(& administrator, The ADMIN 17 - 2006  ADMIN ADMIN
e ADMIN, 55 SSADMIN 18 - 2006 ADMIN ADMIN
= val by Tkp User, Sup SUPUSER 18 - 2006 ADMIN A0OMIN

Selected TA
Edit T&A | T&A Profile | Leave | Set Pay Period | Delete I alidate | Summary |

Selected Employes
Default Schedule I Carrection | Lacator Info I Certified T&As | Emp Profile I Leave Audit |

Yalidate All Return |

£4KRONOS

Done webta.kronos.com (%) 2

2. Click to select the employee, then click Edit T&A.
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The employee’s T&A Data page opens.

webTA;: T&A Data; com.threeis.webta.P430slineDataTAPay I P ] o3

fle Edt Uiew Go Bookmarks Tools  Help

Help Logout

T&A Data
Mamer The Administrater Pay Perod: 17 & Aug 20, 2006 to Sep 2, 2006
Time Card Type: Regular Leave Yean 2006
I Aug Aug Sep
it - T 20 | 21 | 22 | 23 [ 24 | 25 | 26 2r {28 | 29 { 30 | 31 L 2
i g M AL W iT F s |wkif s [l T iw T F S | Wk2|Tetal
Work Time
Gl i pasapay | 600000000000 2000 [5:00 8:00 800 800 40:00 800 8100 19100 (8100 [10:00 |
© [No Description e i | |
[Hiew] Work Time Total [ 8100 8100 [ gi00 [ $i00 | 2:00 [a0:00] 8:00 | £:00 800 $:00 1000, [4z:00]82:00
Leave and Dther Time
£000000000000 !
(Ma Descriptian f
Leave and Other Time Total [ i | [ i |
Daily Total | 5100 5:00 | 8:00 : 5:00 | 8:00 [a0:00] 5:00 | 8:00 ; 8:00 | 8:00 10:00; [42:00]82100

[Remarks: |

Updats I Save/Return I Cancel

£4KRONOS
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| Done

3. Inthe Leave and Other Time section, click Edit next to the transaction you want to edit.

The Edit Leave and Other Time Activity page opens.

webTA: Untitled: com threeis.webta P4302slineEdit =10] x|
| Bl Edt Wew Favorkes Tock e | &
|
Help Logout
Edit Leave and Other Time Activity
[ rromacion cooe | GECIEIEER ﬂ
TR
Cou
|1DﬂiOt1D1BD1D(The Fake-hinary Account Infarmation) j
Project |No| Using Project _vJ
Save Cancell
£4KRONOS
=

4. Enter the new information for the transaction by selecting it from the appropriate lists or typing it
in the text boxes, then click Save.

The Leave and Other Time section of the employee’s T&A Data page changes to reflect the
modifications you made.

webTA 3.8 Timekeeper’s Guide 11 © 2008 Kronos Incorporated



Entering time worked

Enter the daily totals of time to charge to the transaction. The daily hours should be recorded as hours
and minutes, in 15 minute increments. You may enter the number of hours, a colon, and the number of
minutes.

Alternatively, you may enter the hours, a period, and a decimal fraction. Time entered in this way will
be converted to hours and minutes, rounding to the nearest 15 minute increment. For example, webTA
converts 3.5 to 3:30.

To enter time worked for an employee:

1. Select, or search for and select, the employee.

If you searched for the employee, the Search Results page opens. If you chose to select the
employee, the Select Employee page opens listing the employees who you are Timekeeper for.

webTA: Timekeeper Select Employee: com.threeis.webta. P410selEmp ‘_"_ y = E||5|

File Edit Wew Go Bookmarks Tools Help

Help Logout

Timekeeper Select Employee
T N T 2 T

ADMIM, DEMO DEMOADMIN 18 - 2006  ADMIN ADMIN
8l ADMIN, DHSHO DHSHOQADMIN 18 - 2006  ADMIN ADMIN
8 administrator, The ADMIN 17 - 2006  ADMIN ADMIN
L8 ADMIM, 55 SSADMIN 18 - 2006  ADMIN ADMIM
 Wal by Tkp User, Sup SUPUSER 18 - 2006  ADMIM ADMIN

Selected TaA
Edit T&A I T&A Prafile | Leave i Set Pay Period | Delete I Validate | Sumrmary i

Selected Employee
Default Schedule I Caorrection | Locator Info I Certified T8As | Emp Profile I Leave Audit |

Walidate All Return |

£4KRONOS
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2. Click to select the employee, then click Edit T&A.
The employee’s T&A Data page opens.
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webTA: T&A Data: com.threeis.webta.P430slineDataTAPay

fle Edt Yew Go Bookmarks Inok  Help

=10l

Help Logout

T&A Data

Hame: The Administrator
Time Card Type: Regular

17 : Aug 20, 2006 to Sep 2, 2006
2006

‘zn;

20092 023 | 24 i35 | 28

s

27

wk1| s

Aug Gep
FRET:HE T - TR BB
iMoo T i w T F s |wkz|Total

6000000000000
(Mo Descripion)

200 800 00 (§:00 (Z00

200 200 800S00 [10:00

4

Work Time Total |

12100 800 800 &00; 200

12100 800 £:00 ;800 10:00

[az:00[22:00

T8i00 8:00 &i00 800800

[40:00]

T8i00  9:00 600 800 10:00

[Remarks: |

Upclate I Save/Return I Canal

[42:00[52:00

E4KRONOS

Done

webtakronos.com (%

o gk~ w

-OR -

Type in the time worked for that date.

In the Work Time section, click in the box for the date for which you want to record time worked.

If necessary, repeat the preceding two steps to add additional times worked.

If you want to update the page to reflect your changes, but do not want to close the employee’s
T&A Data page yet, click Update.

If you want to save your work and return to the Timekeeper Select Employee page, click

Save/Return.

Editing time worked

The Work Time section of the T&A Data Entry page contains the employees time and attendance

work time transactions.

To edit time worked:

1. Select, or search for and select, the employee.

If you searched for the employee, the Search Results page opens. If you chose to select the
employee, the Select Employee page opens listing the employees who you are Timekeeper for.
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webTA: Timekeeper Select Employee: com.threeis.webta P410selEmp = E||5|
File Edit Wew Go Bookmarks Tools Help
Help Logout
BN T T
ADMIM, DEMO DEMOADMIN 18 - 2006  ADMIN ADMIN
8l ADMIN, DHSHQ DHSHQADMIN 18 - 2006  ADMIN ADMIN
8 administrator, The ADMIN 17 - 2006  ADMIN ADMIM
L8 ADMIN, S5 SSADMIN 18 - 2006  ADMIN AOMIN
 Wal by Tkp User, Sup SUPUSER 18 - 2006 ADMIN ADMIN
Selected TaA
Edit T&A | T&A Prafile | Leave | Set Pay Period | Delete I Validate | Sumrmary |
Selected Employee
Default Schedule I Caorrection | Locator Info I Certified T8As | Emp Profile I Leave Audit |
Walidate All Return |
Done webta.kronos.com (%) 2

2. Click to select the employee, then click Edit T&A.
The employee’s T&A Data page opens.

webTA: T&aA Data: com.threeis.webta.P430slineDataTAPay

=10l x|

fle Edt Yew Go Bookmarks Inok  Help

Help Logout

T&A Data

FHame: The Administrator Pay Period: 17 : Aug 20, 2006 to Sep Z, 2006
Time Card Type: Regular Leave Yean: 2006
| Aug Aug Sep
¥ 20 o o sl il s e 2 Hiomi ool an e L
T arizaction B s ccotnE ‘ s T W F o5 Juka| s im T iw T  F s |wk2|Total
Work Time
| it R iEan0n 200080 900 B00 00 800 800 40:00, {900 8:00 8:00 [B:00 10:00 -
i(hMa Description) H H i 1 |
Work Time Total | 18:00 | 8:00 | 8:00 ] 6:00 8:00 [4:00] 1800 | 8:00 | 8:00 ; 8:00 ;10:00 [az:00[82:00
Leave and Other Time
I {s000000000000
nnual Leavs {{MMo Description)
Leave and Other Time Total | i i | [ i i | [
Daily Total | 18100 8:00 | B:iDD_ 8:00 L &:00 [+0:00] 18100  B:00 | B:00 8:00 10:00 [+zin0fsz:00
[Remarks: | ]
Update I Sawve/Returm I Cancel

| Dane webta kronos.com ()

3. Inthe Work Time section, highlight the time in the box for the date for which you want to modify
time worked.

4. Type in the new time worked for that date.

5. If necessary, repeat the preceding two steps to modify additional times worked.
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6. If you want to update the page to reflect your changes, but do not want to close the employee’s
T&A Data page yet, click Update.

-0OR -

If you want to save your work and return to the Timekeeper Select Employee page, click
Save/Return.

About the T&A Profile

An employee’s T&A Profile opens by clicking T&A Profile after selecting an employee on the
Search Results page or the Timekeeper Select Employee page.

'a webTA: TRA Profile: com threeis webta P420dat aT AEmp - Microsoft Internet Explorer 251 B n]ﬂ
Ble E ew Faomes ook e i

Help Logout

T&A Profile

Narne: Bruce Mason Pay Penod: 06 : Mar 16, 2008 Lo Mar 29, 2008
Time Card Typa: Reqular Leave Year 2008

Status Change
status Change Type |Erid
[ Week 1 Sun =]

Status Change Day

Work Schedule
Pay Plan 35 General Schedde =
F

Work Week

Cantact Point
| Agency  [ECEAW

Duai e | e[ Concel |

C4KRONOS
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The information on the T&A Profile page identifies an employee's basic payroll profile, including tour
of duty and pay plan. An employee’s T&A Profile can be edited by the Timekeeper.

Additional fields are available for special case T&A reporting. The sections that follow detail
segments of the T&A Profile page.

Status Change

Status Change

Status Change Type |INEUENAS
Status Change Day  ||REGE] B

The fields in the Status Change section of the T&A Profile are used to indicate status changes in an
employee’s profile information.

Status Change Type indicates the type of status change. The field can have the values None, End, or
Start. (End and Start apply only when the employment status actually starts or ends in a given pay
period.)

The Status Change Type field is used to determine the day of the status change. If the Status Change
Type field is set to Start or End, Status Change Type must be selected to show the day of the change.
The field contains fourteen selections, one for each day of the pay period. If no status change is
needed, the field should be set to None.

Work Schedule

Work Schedule

| G5 General Schedule j
(uty rows (I
| 4 Ten-hour Days =

All Work Schedule section fields must be completed before the T&A Profile form can be saved.
These are the fields in the section:

» Pay Plan displays the pay plan.

e Tour of Duty displays the tour of duty.

» Duty Hours displays the employee's scheduled biweekly hours.
For full time employees this number should usually be 80.

»  Work Week displays the employee’s regular hours.
» Alternative Schedule displays the alternative or compressed work schedule.
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Contact Point

GContact Point
[ Agency [iERRl

e [
Cimercepe [N
New Contact Point |

The Contact Point section of the T&A Profile is populated from the employee’s Timekeeper’s
Timekeeper Profile. All Contact Point fields are required fields. The Contact Point section is a read-
only page for the Timekeeper. These are the fields in the Contact Point section:

* Agency - Your agency

» State — The state code.

» Town - The 4-digit town code for the employee’s duty station.
e Unit - The 2-digit NFC Unit code.

» Timekeeper — Your 2-digit unit Timekeeper code.

If the employee’s contact point information changed during a pay period, the New Contact Point
check box is selected.

Overtime/Standby Status

Overtime/Standby Status

[Standoy Hr/woek 1 [N
[Standoy Hro/week 2 [N
[Standby/a00 o |

RSO/Salary Cap — The Timekeeper or Master Timekeeper must enter an employee's regularly
scheduled overtime hours in the first, the second, or both weeks of the pay period. This field is also
used to indicate employees who are authorized to exceed the salary cap.

Standby Hrs/Week 1 and Standby Hrs/\Week 2 — Employees may be entitled to premium pay for
standby duty. Hours must be requested and approved by a personnel action. Entries are only required
for the pay periods during which the standby hours begin, change, or end. The Timekeeper or Master
Timekeeper must enter the number of Standby or AUO hours in the appropriate field.

Standby/AUO Percent — The Timekeeper or Master Timekeeper must enter the applicable percentage
for the number of hours of standby used in week 1 and week 2 or the Administratively Uncontrollable
Overtime percentage. Enter 99 to end standby hours.

Miscellaneous

Miscellaneous

[ Oath of office Ig
Final Report |8
Contiod |8
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Oath of Office — Select this option if this is the first T&A for this employee within your agency (that
is, an accession to duty).

Final Report — Select this option if this is the last T&A for this employee (that is, a separation from
duty).

On Hold - Clear this check box when a T&A report is not required for an employee, for example
when the employee is on extended leave without pay. The employee can still access the webTA
system, but no T&A is generated until you deselect the check box.

Retain Data - These options lets the Timekeeper and Master Timekeeper control how much and what
type of data is maintained from one pay period to the next. The options available include:

* None to delete all payroll information at the beginning of each pay period
* All to save all payroll information

e TCs and Accounts to delete only the hours while retaining the transaction information and
accounting

* Restore from Default to copy the information in the employee's default schedule to the
payroll forms

» Exception Processing to clear exceptions from the payroll forms

Accounting

Accounting

Manual Account Entry o
Stored Account (NFC) s
Local Account (Local) e

Account

Selecting the Manual Account Entry option has the employee or Timekeeper choose the account
individually for each transaction included in the time card.

Selecting the Stored Account (NFC) option processes all transactions using the account stored by
NFC. The account is not set in the build file, and the account section on the time card shows “Using
Stored Account” instead of showing the actual account. All time card transactions use the same
account.

Selecting the Local Account (Local) option sets the system so that the employee always uses the same
account number from accounts stored locally (not stored at NFC).

The Account field shows the account applied to the T&A when Stored Account (NFC) or Local
Account (Local) has been selected.

webTA 3.8 Timekeeper’s Guide 18 © 2008 Kronos Incorporated



Leave Parameters

Leave Parameters

Service Computation Date IOCt 11 2008 :
Override Lv Category I |4bwpp =

Approved Leave b
Recipient (VL TP)

Approved Leave o
Recipient (ELTP)

Personal Leave Ceiling |

Service Computation Date is used to determine the employee's annual leave earning category. When
this field is correctly filled by the Master Timekeeper, webTA automatically adjusts the annual leave
category when 3 and 15 years of service have been reached.

Override Lv Category is used to set the Annual Leave Category for the employee. By default the
Annual Leave Category is calculated based upon the Service Computation Date, and is not editable.
The Master Timekeeper may override the default Annual Leave Category by selecting the Override
Lv Category check box, and then selecting the Annual Leave Category from the list.

Approved Leave Recipient (VLTP) indicates that, in the pay period, the employee is eligible for
Voluntary Leave Transfer time.

Approved Leave Recipient (ELTP) indicates that, in the pay period, the employee is eligible for
Emergency Leave Transfer time.

Personal Leave Ceiling — Under certain circumstances (for example, upon returning from overseas
duty) employees are entitled to carry more than 240 hours from one leave year to the next. The
employee's personal leave ceiling is entered by the Master Timekeeper in this field.

Nothing needs to be entered in this field if the employee is subject to the standard 240-hour limitation.
webTA automatically adjusts the employee's annual leave balance and the personal leave ceiling, as
necessary, in the first pay period of the new leave year.

Override Leave Ceiling — The Timekeeper can set an alternative leave ceiling for an Employee.
Selecting this option overrides the automatic reset of the leave ceiling at the end of the calendar year,
preserving the override value.

Home Leave Accrual Rate — The Timekeeper can set an alternative home leave accrual rate for an
Employee. Selecting this option overrides the automatic reset of the accrual rate at the end of the
calendar year, preserving the override value.

Home Leave Start Date — The first date the employee is eligible for home leave.

Home Leave End Date — The last date the employee is eligible for home leave.

USAID Parameters

USAID Parameters

Appropriation Code [OE - Operating Expenses j

webTA 3.8 Timekeeper’s Guide 19 © 2008 Kronos Incorporated



Appropriation Code — The code for the appropriation under which the employee works.

Organization Code — The inernal USAID organization code.

About the Leave Data page

An employee’s Leave Data page opens by clicking Leave after selecting an employee on the Search

Results page or the Timekeeper Select Employee page.

mix
ﬂm Tools  Help
Help Logout —
Leave Data
MName: Sup User Pay Period: 18 : Sep 3, 2006 to Sep 16, 2006
Tirme Card Type: Reqular Leave Year: 2006
Type of Leave Forward Accrued Available Used Balance
W 4 4:00 200 400
W 4 4:00 @00 400
W a:00 000 o000 @00
W 0:00 0:00 000 000
W 0:00 0:00 000 000
W 0:00 0:00 000 000
W a:00 000 o000 @00
W 0:00 000 00 @00
Leave Donations
ﬁ Cancel
=
Done [ webtakranos.com

The Leave Data page lets the Timekeeper or the Master Timekeeper modify leave balances for a pay

period.

With rare exceptions you only need to enter leave balance information on this page when adding a new
employee. Exceptions include when a correction is performed, Military Regular Leave is used, or an

annual leave category changes.

Once leave balances forward are entered, the system maintains the data based on entries on the T&A

Data screen.
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Part time employees must have Annual and Sick unapplied balances entered to properly calculate the
annual and sick leave accruals.

The accrued values on the Annual and Sick leave lines of the page are calculated by the system. This
applies to employees not entitled to an annual or sick leave accrual because of employment status or
excess non-pay hours. On rare occasions, you may have to enter the annual and sick leave accruals. On
such occasions, you will have access to those fields on this page. The only time this occurs is when
there is a status change end or start in the middle of the pay period.

About the Set Employee Pay Period page

The Set Pay Period page is used to change an employee’s current pay period in situations in which an
employee might not have entered time for a previous pay period, or his time was not validated,
certified, and built for a previous pay period. The Set Pay Period function lets the Timekeeper change
the employee’s pay period to correct these situations.

An employee’s Set Employee Pay Period page opens by clicking Set Pay Period after selecting an
employee on the Search Results page or the Timekeeper Select Employee page.

-0l %]

wehTA: Set Employee Pay Period: com.threeis.webta.P4:

Fle Edit View Go Bookmarks Tools Help

Help Logout

Set Employee Pay Period

Sup User (SUPUSER)
|__|pay periodlpate Range |
" 21-2006 Oct15- Oct 28
¢ 20 - 2006 Oct01- Oct 14
" 19 - 2006 Sep 17 - Sep 30
@ 18 - 2006 Sep 03 - Sep 16
¢ 17 - 2006 Aug 20 - Sep 02
¢ 16 - 2006 Aug 06 - 4ug 19
15 - 2006 Jul 23 - Aug 05
¢ 14 - 2006 Jul 09 - Jul 22
13 - 2006 Jun 25 - Jul 08
12 - 2006 Jun 11 - Jun 24
11 - 2006 May 28 - Jun 10
10 - 2006 May 14 - May 27
09 - 2006 Apr 30 - May 13
¢ 0B - 2006 Apr 16 - Apr 29
07 - 2006 Apr 02 - Apr 15
¢ 06 - 2006 Mar 19 - Apr 01
¢ 05 - 2006 Mar 05 - Mar 18
¢ 04 - 2006 Feb 19 - Mar 04
" 03 - 2006 Feb05-Feb 18
¢ 02 - 2006 Jan 22 - Feh 04
¢ 01-2006 Jan 08 -Jan 21
¢ 26 - 2005 Dec 25 - Jan 07
(" 25 - 2005 Dec 11 - Dec 24
" 24 - 2005 Mowv 27 - Dec 10
" 23 - 2005 MNov 13 - Nov 26
(" 22 - 2005 Oct 30 - Now 12

Select Cancel

jlin,

£4KRONOS

| Done | webta.kronos.com (5

The list of pay periods is determined by when the employee last had a certified T&A record.

» If the employee’s last certified record was the previous pay period, then there are no choices.
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» If the employees last certified pay period was several pay periods before the current pay
period, then all of the pay periods between the previously recorded and current pay period are
listed.

» |If the employee has never had a certified T&A record, then all pay periods for that calendar
year can be chosen.

» |If the employee’s current T&A has leave transfer time used, then the pay periods cannot be
changed.

The T&A record for a certified and corrected T&A cannot be changed.

To set an employee’s pay period:

1. Select an employee on the Search Results page or the Timekeeper Select Employee page
2. Click Set Pay Period.
The employee’s Set Pay Period page opens.

webTA: Set Employee Pay Period: com.threeis.webta.P: PayPe J [ 4

Fle Edit View Go Bookmarks Tools Help

Help Logout

Set Employee Pay Period

Sup User (SUPUSER)
|__|pay periodlpate Range |
" 21-2006 Oct15- Oct 28
¢ 20 - 2006 Oct01- Oct 14
" 19 - 2006 Sep 17 - Sep 30
@ 18 - 2006 Sep 03 - Sep 16
¢ 17 - 2006 Aug 20 - Sep 02
¢ 16 - 2006 Aug 06 - 4ug 19
15 - 2006 Jul 23 - Aug 05
¢ 14 - 2006 Jul 09 - Jul 22
13 - 2006 Jun 25 - Jul 08
12 - 2006 Jun 11 - Jun 24
11 - 2006 May 28 - Jun 10
10 - 2006 May 14 - May 27
09 - 2006 Apr 30 - May 13
¢ 0B - 2006 Apr 16 - Apr 29
07 - 2006 Apr 02 - Apr 15
¢ 06 - 2006 Mar 19 - Apr 01
¢ 05 - 2006 Mar 05 - Mar 18
¢ 04 - 2006 Feb 19 - Mar 04
" 03 - 2006 Feb05-Feb 18
¢ 02 - 2006 Jan 22 - Feh 04
¢ 01-2006 Jan 08 -Jan 21
¢ 26 - 2005 Dec 25 - Jan 07
(" 25 - 2005 Dec 11 - Dec 24
" 24 - 2005 Mowv 27 - Dec 10
" 23 - 2005 MNov 13 - Nov 26
(" 22 - 2005 Oct 30 - Now 12

Select Cancel

S4KRONOS

il

| Done | webta.kronos.com (5

3. Click to select the pay period from the table of pay periods, then click Select.
webTA sets the employee’s pay period.
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Splitting T&A

When an employee’s T&A Profiles changes in mid pay period, such as when an employee changes
contact points, work schedules, or overtime status, then a “split T&A” may be needed to update their

profile to reflect the changes.

IMPORTANT: An employee who starts in the middle of a pay period or who leaves in the middle of a

pay period would not have split T&A, but will have a change in status.

To change an employee’s status using split T&A:

1. Select, or search for and select, the employee.

2. On the Search Results page, select the employee, then click T&A Profile.

The employee’s T&A Profile page opens.

Y webTa: TEA Profile: com theeeis. webta P4z0dat aTAEmp - Microsolt Intemet Esplorer
e Edt Yww Fpeodkes Jook b

T&A Profile

Time Card Typa: Regular Leave Year 2008
Status Change

status Change Type |Erdid]

status Change Day | IR

Work Schedule

Pay Plan 35 General Schedde =

Tour of Duty Full Time E

W k

Contact Point
e

Miscallaneous

| oath of office g
| Final Report |

On Hold r

e 6508 2]
= |

HNarne: Bruce Mason Pay Period: 06 : Mar 16, 2008 to Mar 29, 2008

C4KRONOS |
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3. Click Dual T&A.
The T&A Profile page “splits”.

webTA: TRA Profile: comthreels. webta POZ0dstaTAEmp.
Ele Bt few Hglory fockmadks Jook  Hep

Help  Logout

T&A Profile

Harnea: hinone hinone
Time Card Type: Regular

Pay Period:
Leave Year: 2007

tus Change

Work Schedule

m-f
Regular 8-hour Deys =

Contact Point

USAID

| Ageney |

L | OE - Operating Expenszes hd

08 : Apr 15, 2007 to Apr 28, 2007

=10 x|

Dual (“split’) view

=lolx]
I

2065139614000 ]
lJuaI‘I&AI Save | Cancel
C4KRONOS
Done

Normal view

Click Save.

A

Help Logout

T&A Profile
Name: Bruce Mason Pay Panod: 06 : Mar 16, 2008 to Mar 29, 2008
Time Card Type: Regqular Leave Year: 2008

Status Change

Starting Day Of New Status |

Ending Status Data
Work Schedule

VA =

GS General Schedule P n

Starting Status Data
Work Schadule
P IW‘
r

quiar B-hour Darys x|
Contact Point
USAID
s =)

Unspi T&A s_ml M

€1KRONOS

Select the starting date for the new status from the list at the top of the page.

In the Starting Status Data section, type in and selected the new status information from the lists.

If you want to return to the original T&A Profile view, click Unsplit.

IMPORTANT! If you click Unsplit T&A before you click Save, any changes you’ve made to the
split T&A Profile page, including status change information, are lost.

webTA 3.8 Timekeeper’s Guide
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Deleting records

The Delete feature lets the Timekeeper or Master Timekeeper delete an uncertified corrected T&A
record. A corrected T&A record is designated by (C).

IMPORTANT! Once a record is certified, it cannot be deleted unless it is uncertified. Once it a
certified record is included in a build, it cannot be deleted.

To delete a corrected T&A record:

» Select the record from the Select Employee or Search Results page, then click Delete.

Validating records

Before data can be certified and transmitted to payroll, it must be validated. The Validation feature
gives the Timekeeper or Master Timekeeper the ability to validate a given employee’s T&A.

To validate individual employee records:

1. Select the employee from the Select Employee or Search Results page.
2. Click Validate.

A message indicates the progress of the validation. When validation is completed, the Validation
Summary page opens, showing you the results of the validation.

webTA: Yalidation Summary: com.threeis.webta.P41 1valErrors - i — 1ol x|

Fle Edit View Go Bookmarks Tools Help

Help Logout

Validation Summary

m PayPeriod|Error Message

DEMOADMIN DEMO 18 ERROR: [3024] - &n account must be selected for the automatically

ADMIN added leave/premium pay line Admin/Excused Absence

DEMO ERROR: [4001] - Base hours recorded can not be less then duty hours.
FERE ADMIN Ha BASE hours: 8:00 , Duty hours: 80 .

DEMO WARNING: [2038] - Please verify that hours are correctly recorded for
SISl ADMIN = Federal holiday Labaor Day on SEP-04.

Return
£4KRONOS

| Dane | webita kronos.com

Timekeepers also have the option of validating all employees at one time by clicking Validate All on
the Select Employee page.

To validate all employee records in a list:

» Click Validate All at the bottom of the Select Employee or Search Results page.
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webTA indicates the progress of the validation. When validation is completed, the Validation
Summary page opens, showing you the results of the validation.

IMPORTANT! Clicking Validate All on the Search Results page validates only those records for
employees on that page, not all the employees assigned to you. Clicking Validate All on the Select
Employees page validates all employees for whom you are the Timekeeper.

About validation summary messages

Two types of messages are generated during the validation: errors and warnings. Errors are identified
in the Error Message column with the word “ERROR” in red. Errors are generated when the system
has enough information to determine that data entered is incorrect. Errors occur for a number of
reasons, most commonly when the daily, weekly or pay period tour of duty are not balanced or when
unauthorized transaction codes for the employee's pay plan or tour are attempted to be used.

Warning messages are generated when the possibility of an error exists, but webTA does not have
enough information to determine with certainty that an error has occurred. For example, prior approval
is required before using certain transaction codes. If overtime hours are recorded, the system generates
a warning because it does not know whether the employee has received prior approval.

Before a Supervisor can certify a T&A report, all errors must be corrected. Warnings should be
checked before the Supervisor certifies the T&A report.

About the Summary page

The Summary page opens when you select an employee from the Select Employee or Search Results
page, then click Summary.
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webTA: Employee Summary: comi.threeis.webta.P450dataTASum ) £ | Ellll
File Edit Wiew Go Bookmarks Tools  Help
7T
Help Logout =
Name: Christian Yungk Pay Period: 19 : Sep 17, 2006 to Sep 30, 2006

Time Gard TypeiRegular Leave Yean 2006

Status: Approved

Tirne In Pay: 80:00 Other Tirme: 0:00 Dave In Pay: 10

Transaction

(PfuiSf Account

Wk 2|Total

i85 |40|30

Ik 1

Work Time

Regular Base Papé

1111112232232 |40|

Work Time Total | [40] fsieisisis [ano[eo
Leave and Other Time
(Mo Leave and Gther Time transactions) |
DailyTotal | &ieisisis! [40] ‘sisisisia [aoso0]

T&A Profile Leave Data|Fwd Accriduail Used: Bal
Pay Plan G5 General Schedule| (|Annual -- i00i4:00{ -- i4:00]
Tour of Duty Full Time Sick -- 00i4:00; -- i4:00]
D”t"l;wa cl Leave Year Projection
1A L M-F

i e.e Marimurm Available Annual 32100
Alternative Schedule Regular S-hour Days

Manirmum Available Sick 32:00

SaEncy 2H5HE Use or Loze Leave
State DC
Toun aoo1
Linit oz
Timekeeper ot
Mew Contact Point Wes
Retain Data [Mone
Account Data Code [Manual Entry
Seruice Computation Date|Oct 12 2008
Annual Leave Category |4 hripp
Status History
Timestamp Status Mame Message

ot 17 2006 01:22 PM

Timekeeper Validated

Administrator, The (ADMIN)

Cct 12 2006 11:56 AM

MasterTimekeeper Validated

Adminiztrator, The (ADMIN)

Cct 12 2006 11:45 AM

Yalidation Reset By Edit

Administrator, The (ADMIN)

Cict 12 2006 11:45 AM

Timaksepar Validated

Adminiztrator, The (ADMIN)

Ot 12 2006 11:45 AM

Walidation Reset By Edit

Adminiztratar, The (ADMIN)

Oct 12 2006 11:45 AM

Timekeaper Validated

Administrator, The (ADMIN

Dt 12 2006 11:44 AM

Pay period set

Administrator, The [ADMIN

Pay petiod changed from 20 to 19,

DcT L2 Z006 11:44 AM

Mew Record Created

Administrator, The (ADMIN)

Created new record for pay period 20,

webTA 3.8 Timekeeper’s Guide

Validated By : The Administrator
validation Date : Oct 12 2006 11:55 AM

Retum I

4 KRONOS

Al

Done

s Lol

The T&A Summary page is presented to the employee during affirmation as well as the view used by

the Supervisor to certify the T&A record.

For Timekeepers, the T&A Summary page is a read-only view of the employee’s T&A record. The

page includes these sections:

» The employee overview at the top of the page contains employee profile information. The
section contains such information as the employee’s name, the Timecard Type, the Timecard

Status, the pay period, and the leave year.

* The T&A data section displays a read-only version of the T&A transactions. The transactions

are grouped by Work Time activities and Leave and Other Time transactions.
» T&A Profile displays the employee’s T&A Profile for the current pay period.
» Leave Data displays the employee’s leave balances for the current pay period.
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Leave Requests, Leave Transfer Donations, and Premium Pay Requests list all approved
leave, leave donation, and premium pay requests for the pay period.

Leave Year Projection displays the employee’s annual and sick leave projections as of the
current pay period. The section also contains the employee’s used or lost leave as of the
current pay period.

Status History contains an audit log of all actions taken against the current T&A record.

About the Default Schedule page

The Default Schedule page lets the Timekeeper create or modify a default schedule for a selected
employee. The default schedule is used by employees whose T&A data change little from one pay
period to the next. To activate the Default Schedule function for an employee, that employee’s T&A
Profile Retain Data field must be set to either Restore from Default or Exception Processing.

webTA supports two types of default schedule processing:

Restore from Default — Line of time entered into the default schedule is automatically
entered into the employee’s time sheet when the new pay period begins. Moving forward, the
T&A data behaves normally.

If the employee works a normal schedule with no changes, then no changes need to be made to
the time sheet. If the employees time differs for a given pay period, then the employee must
make the necessary changes on the Edit T&A Data page.

The T&A Summary reflects exactly what appears in the edit screen.

Exception Processing — Rows of time entered into the default schedule are automatically
included in the employees T&A record unless the employee replaces it with entries on the Edit
T&A Data page. For example, if a given day contains 8 hours in the Default Schedule, but the
employee charges 4 hours to Annual Leave, only the Annual Leave line need be entered in the
Edit T&A Data page. On the T&A Summary page, however, you will see the Annual Leave
line (with 4 hours) and the Default Schedule line appropriately reduced to 4 hours.

The Default Schedule lines never appear in the Edit T&A Data page, only the exceptions to the
Default Schedule.

To view an employee’s default schedule:

After selecting the employee from the Search Results or Select Employee page, click Default
Schedule.

The T&A Data: Default Schedule page opens.
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webTA: T&A Data: com.threeis.webta.P430slineDefaultSchedule

Fle Edt Wew Go EBookmarks Tools Help

=1olx|

Help Logout

T&A Data : Default Schedule

Mame: Christian Yungh Pay Period 21 : Oct 15, 2006 o Oct 28, 2006
Time Card Type: Regular Leave Vesn: 2006
| Oct oct
15 17 013 i 19 [ 20 21 22 P23 P24 {25 | 26 D27 28
[Teanieaczon LR B tr | s T W T  F s |wki|l s im T w T :F s [wkz|Total

Work Time

Jel

s 2:00 i8:00 @00 800 @00 | 40:00 g0 40:00(20:00)

Cows make d3 milk

Vrork Time Total | 8:00 800 8:00 : 8:00  8:00 [+0:00] 800 8:00  &00 8:00 : 8:00 [40:00[z0:00
Daily Total | 8:00 : &00 8:00 :8:00  8:00 [+0:00] 800 8:00 800 8:00 : 800 |a0:00[z0:00]

Update | Save/Return | Cancel

£4KRONOS

Done

Correcting T&A reports

The Correction feature lets the Timekeeper or Master Timekeeper enter corrected T&A reports that are
less than one year old. If the original T&A was created using webTA, the Timekeeper or Master
Timekeeper will be able to modify the record. Otherwise, they will have to enter the entire record in

webTA.

Corrections are performed on the Select Employee page.

To correct T&A reports:

1. After selecting the employee from the Search Results or Select Employee page, click Correction.

The Timekeeper Select Previous page opens, listing the pay periods for the employee you selected.

webTA 3.8 Timekeeper’s Guide
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webTA: Timekeeper Select Previous: com.threeis.webta P412selectPrey o [ 53

Fle Edit Wew Go Bookmarks Tooks Help
Help Logout
Timekeeper Select Previous

DEMO ADMIN (DEMOADMIN)
[“Tbay period —[pats Range—[status |
@ 18 - 2006 Sep 03 - Sep 16 Correction
1752006 Aug 20 - Sep 02 Caorrection
16 - 2006 Aug 06 - Aug 19 Correction
A5 2006 Jul 23 - Aug 05 Missing
14 - 2006 Jul 09 - Jul 22 Missing
452006 Jun 25 - Jul 08 Missing
12 - 2006 Jun 11 - Jun 24 Missing
A= 2006 May 28 - Jun 10 Missing

¢ 10 - 2006 May 14 - May 27 Missing
09 - 2006 Apr 30 - May 13 Missing
08 - 2006 Apr 16 - Apr 29 Missing
07 - 2006 Apr 02 - Apr 15 Missing

¢ 06 - 2006 Mar 19 - Apr 01 Missing
05 - 2006 Mar 05 - Mar 18 Missing
04 - 2006 Feb 19 - Mar D4 Missing
03 - 2006 Feb 05 - Feb 18 Missing
02 - 2006 Jan 22 - Feb 04 Missing
0152006 Jan 08 - Jan 21 Missing
26 - 2005 Dec 25 - Jan 07 Missing

O EE s Dec 11 - Dec 24 Missing
24 - 2005 Nov 27 - Dec 10 Missing

O B3:2005 MNov 13 - Mov 26 Missing
PR - 2005 Oct 30 - Nov 12 Missing

0 2l- 2005 Oct 16 - Oct 29 Missing

¢ 20 - 2005 Oct 02 - Oct 15 Mizsing

Correction Cancel
£4KRONOS
Done webta.lrones.com 2

2. Click to select the pay period that you want to correct, then click Correction.

If a T&A report is available for a given pay period and is designated as Historical, it is copied for
the correction. Make the changes that are required, and stop here.

-OR -

If the T&A report is not available and is designated Missing, the Insert New Historical Record
page opens prompting you to create a new record.

webTA: Insert New Histarical Record: com.threeis.webl - P [ 53

File

Edit View Go Bookmarks Tools Help

Help Logout

Insert New Historical Record

Pay Period: 17
Leave Year: 2006

You are creating a correction for a missed pay period or before this
person was added to WebTA, Historical data may not be available,
You must manually verify that employee profile and leave balance
information is properly completed. Therefore you will be directed the
'Tas Profile’ Page before being allowed to edit Taa data.

Click 'add Record' to create the correction record.

Add Record Cancel

£4KRONOS

| Dane:

webta.kronos.com (=
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3. Click Add Record.
The employee’s T&A Profile page opens.

Help

Logout

T&A Profile

Narne: Bruce Mason Pay Penod:
Time Card Typa: Reqular Leave Vear

Status Change
status Change Type |Erid
Status Change Day Week 1 Sun "I

Work Schedule

Pay Plan G5 Generel Schedde -

Tour of Duty Full Time E

jeek

Contact Point
USAID

e 6508 2]
= |

06 : Mar 16, 2008 to Mar 29, 2008
2008

£AKRONOS

L1l

4. Enter the new data, then validate and certify it as you would regular T&A.

When the correction is completed and processed for submission to NFC, the system rolls updated
leave balances forward to the new pay period, provided that all of the intervening pay period

records exist in webTA.

NOTE: A correction may be deleted before certification by selecting the correction record on the

Select Employee page and clicking Delete.
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About Locator Info

The Locator Info feature lets Timekeepers or Master Timekeepers maintain contact information for
employees. The information on the Locator Info page is work information. Personal information such
as home address and phone number is not tracked by webTA.

To open an employee’s Locator Info page:

» Select, or search for and select, the employee, then click Locator Info.
The employee’s Locator Info page opens.

webTA: Locator Info: com.threeis.webta.P460editinfo _ i ]

File Edit Wiew Go Bookmarks Tools  Help

Help Logout

Locator Info

Office Contact Information for Christian Yungk

Couang g
Room Mmber |

e Stop/Routing Code |
oo |mm
R
R

EET R
Pager |
I

Save | Cancel |

£4KRONOS

I Done 4

IMPORTANT! webTA does not require that locator information be maintained, but if your agency is
configured to distribute webTA tasks via e-mail, the e-mail must be entered. If the E-mail/Internet
box is blank for an employee, task are delivered to webTA’s task list only.
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About the Certified T&As page

The Certified T&A feature lets Timekeepers or Master Timekeepers view certified T&As for the
selected employee. Timekeepers have the option to restrict the range of records viewed by selecting
the To and From pay periods. The range is applied when you click Update.

To view a specific T&A summary:

1. Select the employee from the Select Employee or Search Results page.
2. Click Certified T&As.

The Certified T&A Summaries page for the selected employee opens.

'webTa: Certified T&A Summaries: com.threeis.webta.P445vis ified i ]

File Edit Miew Go Bookmarks Tools  Help

Help Logout

Certified T&A Summaries

Now viewing from Leave Year 2006, Pay Period 12 to Leave Year 2006, Pay
Period 26.

|2006 =| |12 ~| |2006 =] 26 =]
Update I
Christian Yungk (CLY1)

- Pay Period|Date Range Cert By|Cert Date |[Cert Type

@ 20 -2006 Oct0l- Oct 14 ADMIN Oct 04 2006 WEBTA-GZ

Yiew Certified Summary | Feturn |

£4KRONOS

| Done i

3. If you want to change the range of records presented on the page, select new dates from the From
and To lists, then click Update.

The list of certified T&A summaries for the employee changes to reflect the changes you made.
4. Click View Certified Summary.
The employee’s Certified T&A Summary page opens.
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howardroark kronos.com:2828 - webTA: Cettified T&A Summary i i =l |

Mame: Christian Yungk Pay Period: 20 : Oct 1, 2006 €0 Oct 14, 2006
Time Card Type: Regular Leavs Yean: 2006
Time In Pay: 80:00 Other Time: 0:00 Coays In Pay: 10
L o
1igi 7 8i9i10i1
L ti Sfn A 13 o £
Lalnadl el Gim: slwkils miT wk 2| Total
Work Time
1111112222222 o :
reguirenre ey | i _1°] [so] ol [0 ] a0
Work Time Total [ =g @i5i.8. |40 Eisi.e:s.& |40 &0
Leave and Other Time
(Mo Leave and Other Time transactions) |
Daily Total | izis gizsis |40| sis sisis |40]e0]
T&A Profile Leave Data|Fwd AccridvailiUsed: Bal
Pay Plan GS General Schedule || [annus! - 4i00i4:00 — 400
Tour of Duty Full Time Sick - 400400 — 400
D“t"l;H”“": on) Leave Year Projection
Wark W M-F
LR Masimum Available Annual 2300
Alternative Schedule Regular 8-hour Days
[ Auailable Sick 28:00
GaRty g e Use or Lose Leave --
state [oY
Tawn o001
Unit o1
Timekeeper o1
Mew Contact Paint es
Retain Data [Exception Procassing
Account Data Code [Manual Entry
Service Computation Date|Oct 04 2006
Annual Leave Categary |4 hefpp

Your signature certifies that all reported time was worked and approved according to law and regulation,

Affirmed By: Christian Yungk
Affirmation Date: Oct 04 2006 10:46 AM

ified By : The administrator
Certification Date : Oct 04 2006 10:47 &M

The complete T&A status history is displayed below; it may contain events that happened since the certification showm above took place.

Status History

[Timestamp Status Mame Message
Cct 16 2006 05:16 PM|Buil SYSTEM Builtin Build ID 41,
===>|Gct 04 2006 10147 P Certified |Administrator, The (ADMIN)

Cct 04 2006 10:47 AM|Timekeeper Yalidared|Administrator, The (ADMIM)]
Cct 04 2006 10:46 AM|Employee Attested | Vungk, Christian (GLV1)
Cct 04 2006 10:48 AM|Employee Validated |Yunagk, Christian (GLV1)
Cct 04 2006 10:0% AM[MNew Record Created |Administrator, The (ADMIM)|Created new record for pay petied 20,

Done 4

About the Employee Profile page

The Employee Profile page lets the Timekeeper or Master Timekeeper change an employee’s
Employee Profile information. Information that can be changed includes the employee’s name, social
security number, assigned Timekeeper, and assigned Supervisor.

To view or edit an employee’s profile:

1. Select the employee from the Select Employee or Search Results page.
2. Click Emp Profile.

The Employee Profile page for the selected employee opens.
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‘B webTA: Employee Profile: com.threeis.webtaP4nZeditUser - Microsoft Internet Explon =101 x|
e Edt Vew Favorkes Took Hep i

Help Logout

Employee Profile

Please note that this data pertains only to employee access for the
Time & Attendance system, not to other personnel records.

(oo | —
Password (again) -

Social Security Number jEsSasas0

Supervisor's User ID ADMIN Search 1
Timekeeper's User ID ADMIN Search

oo LY
Active Status W Active Employes
Save | Cancel |

£4KRONOS

2]

3. If you need to modify the employee’s profile, edit the employee’s information as necessary, then
click Save.

About the Leave Audit page

The Leave Audit Report is used by the Timekeeper and Master Timekeeper to reconcile historical
leave records for a selected employee. The report displays a line for each pay period that has the leave
type selected for the report. The Timekeeper or Master Timekeeper can select the type of leave and the
start and end data range for the report.

To view an employee’s leave audit report:

1. Select the employee from the search results or the Select Employee page, then clicking Leave
Audit.

The Leave Audit Report page opens.
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weh TA: Leave Andit Report: comuthresis. webta P2 e ave Sudith eport
Eb Edt Yow o fookmaks Toos  Hebp

=10] x|

Help  Logout

Leave Audit Report

From To

2005 = II 'I 2005 x| 20 =
(oo e o g
Update

al) For Christian Yungk (GLY1)

w |Forward .-\\'-1i|nl_||>:.'- Used |Balance ®

20 - 2006 0:00 4:00 4:00| 0:00 4: 00

Download POF Returm i

2. If you want to save the leave audit report information in Adobe® PDF format, click Download.

Adding employees

Employees may be entirely new in webTA or may have transferred or been reassigned to your group.
Employees who are new to webTA must be added to the webTA database.

To add an employee:

1. On the Timekeeper Main Menu page, click New.
A blank Employee Profile page opens.
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) webTA: Employee Profile: com.threeis.y
Fle Edt View Go pookmarks Tooks Help

-lojxl

Help Logout

Employee Profile

Please note that this data pertains only to employee access for the
Time & Attendance system, not to other personnel records.

I —
Cpasword |

Password (again) |

CLastrome |

Social Security Number ||

Supervisor's User ID ADMIN Search
Timekeeper's User ID  JEGH Search

Organization Search
First Pay Period & current © Previous

Active Status F  Active Employes
Save Cancel
£4KRONOS
Done y

2. Type in, or search for and select, the employee’s profile information, then click Save.

For detailed information about the information fields on this page, see the next section, “About
Employee Profile fields”.

About Employee Profile fields

Employee Profile page fields must be completed according to specific requirements, listed below
under the field name.

User ID and password fields

The user ID must be unique in the webTA database. If you try to save the information with a user ID
that already exists, webTA informs you that there is an error, and you must select another user ID.

Type in identical passwords on both password lines. User IDs and passwords may be up to 32
characters long. Passwords also must conform to limitations and requirements, as defined by the
Administrator.
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Name fields

An employee's first and last names must be typed in separate fields. You may include a suffix, such as
Jr. or 11, in the Last Name field. Do not combine an employee’s first and last names and suffix in the
same field.

Social Security Number

This field is required. You do not need to enter the dashes between the 3 parts of the SSN. webTA
reformats the field with them when you move to the next field.

Supervisor's User ID

The employee’s Supervisor’s user ID. You can specify the Supervisor either by entering their user ID
or by clicking Search to locate the Supervisor by name.

Timekeeper's User ID

The employee's Timekeeper’s user ID. You can specify the employee’s Timekeeper either by entering
their user ID or by clicking Search to locate the employee’s Timekeeper by name.

Organization

This indicates the employee’s organization. In some installations of webTA, the agencies are
subdivided into organizations for HR Administration purposes. You can either type in the
Organization name or click Search to select the organization from a list.

First Pay Period

This option appears only in the pay period when an employee is first added to webTA. It lets you
specify the pay period to which the new record applies. If the person started within the current pay
period, select Current. If the person started in the previous pay period, click Previous.

IMPORTANT! This value must be entered correctly. Once a transmission record has been built for an
employee, the record can not be changed.

Active Status
This check box indicates whether the employee is active (that is, eligible to use webTA) or inactive.
To activate an employee, click to select the Active Employee check box. (This check box is selected

by default when a new employee record is created.) If an employee becomes inactive, click to clear the
check box.

When employees are inactivated, none of their records are deleted from the system, but they will no

longer be able to log into the T&A system, and their records are ignored during verification,
certification, and transmission file builds.
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Managing accounts

In webTA, timekeepers can add existing accounts to their list of active accounts, delete accounts from
their lists, create new accounts, and change account descriptions.

To add an existing account to your accounts list:

1. Onthe Timekeeper Main Menu page, click Accounts.
The Active Accounts page opens listing available accounts and their descriptions.

2§ webTA: Active Accounts: com.threeis.webta P4B0acctTable - Microsoft Internet Explorer

|| Be Ed Wew Favortes Took Heb

Help Logout

Active Accounts

Account list for; ADMIN

Account

D

Description

1| 00000000001 JAccount one

Del| 00000000002 [Account two

Del| 00000000003 [Account three

D

1| 00000000004 [Account four

D

1| 00000000005 [Account five

DeljOODO00ONEW1 [New account ane

Save Descriplion
Save Description

Save Descriplion

Save Description

Save Description

Save Description

Dell 0000000MNEW2|New account two

Del |0O000OONEW3|New account three

Get Account I

Save Description

Save Description

MNew Account E Raluml

Al

4 KRONOS

|

Above the list of accounts is a section titled Account list for showing which Timekeeper the

current account list belongs to.
2. Click Get Account.

The Search for Account page opens.
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*aweth:Search for Account: com.threeis.webta.P960searchAccount - Microsa =10 x|
| Ele Edk View Favorites Tools Help i i

Help Logout

Search for Account

Limit your search by entering the parts of account that you know.
See Online Help for more information.

Search for accounts for 0S
Account Information

Field 1 |
[oescription |

Find Account | Raturnl

£4KRONOS

=

3. Type as much as you know of the account number and description in the Field 1 and Description
boxes.

Note: Typing a partial account number or description will return any accounts whose account
numbers or descriptions contain the information you entered. Leaving both boxes empty will
return a list of all the accounts available to you.

4. Click Find Account.

The Browse for Account page opens listing all the accounts meeting your search criteria.

For example, if we type “new” in the description box, all accounts containing the word “new” in
their descriptions are listed in the Browse for Account page account list:

To create a new account:

1. Onthe Timekeeper Main Menu page, click Accounts.

The Active Accounts page opens listing available accounts and their descriptions.
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ZJ webTa: Active Accounts: com.threeis.webta.P480acct Table - Microsoft Internet Explorer

| Ble Edt wew Favortes Jook e

Help Logout

Active Accounts

Account list for:  ADMIN

MDDUODDUOODZ [account two Save Description
0el|00000000003 [Account thiee
Del|00000000004 Accoun four

D&l |00000000005 [Account five

Save Descoption

Save Descnption

Get Account | New Account | Ralum'

Description
EIODUOOUUOODI [&ccount one Save Description

Save Descoption

4 KRONOS

Y

2. Click New Account.
The Account Creation Wizard page opens.

} webTA: Account Creation Wizard: com.threeis.webta.cpv.¥iews018AcctWizard - Microsolt

| Be Edt Vew Favorites Took Heb

Help Logout

Account Creation Wizard

Create an account for: 0%
Enter Account Field values

oo
=

Continue >> I Finish[ Cancﬂl

£4KRONOS

|

3. Type the new account number in the Field 1 box, then type a description for the new account in the

Description box.
4. Click Finish.

webTA adds the account you created to the Active Accounts page accounts list.
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D webTA: Active Accounts: com.threeis.webta P4g0acct Table - Microsoft Internet Explorer _T_D.’_‘.
| He Edt vew Favortes Tock Hebp ™
|
Help Logeut
Active Accounts
Account list for: ADMIN
Description
ﬂi 00000000001 [account ane Save Description
EI 00000000002 |Account twa Save Description
EI 00000000003 [Account three Save Description
Del| 00000000004 [Account four Save Descrption
El 00000000005 [Account fve Save Description
__> EIUUUUUDUNEWI [New account one Save Description
Get Account J New Account ] Retum I
£4KRONOS
;I

To delete an account:

1. On the Timekeeper Main Menu page, click Accounts.

The Active Accounts page opens listing available accounts and their descriptions.

W web1a: Active Accounts: com.threeis.webta.P480acct Table - Microsoft Internet Explorer

| Ble Edt wew Favortes Jook e

T

Help

Logout

Active Accounts

Account list for:  ADMIN

Description
EIOUUOOUUOODI [&ccount one Save Description
Dl 00000000002 fAccount two Save Description
0el|00000000003 [Account thiee Save Description
Del|00000000004 Accoun four Save Description
0el|00000000005 [Account five Save Description

Get Account | New Account | Ralum'

4 KRONOS

Al

2. Click Del next to the account you want to remove.
webTA deletes the account from the active accounts list.

To change an account description:

1. On the Timekeeper Main Menu page, click Accounts.

The Active Accounts page opens listing your accounts and their descriptions.

webTA 3.8 Timekeeper’s Guide 42

© 2008 Kronos Incorporated




A webTa: Active Accounts: com.threels.webta.P480acct Table - Microsaft Internet Explorer

| Ble Edt vew Favortes ook Help

Help Logout

Active Accounts

Account list for:  ADMIN

Description
0el[00000000001 [Accountone

Del 00000000002 fAccount two

0el|00000000003 [Account thiee

Del|00000000004 Accoun four

0el|00000000005 [Account five

Save Descoption
Save Descoption

Save Descoption

Save Description

Save Description

Get Account | New Account | Rslurn|

Y

4KRONOS

|

2. Type a new description in the account’s Description box, then click Save Description.

Note: Any changes you make to an account description are visible to anyone who uses that

account.

webTA saves the description for the account.

About webTA reports

These webTA reports are available to timekeepers:

* View Agency Status
» Default Schedule

* Final Timecards

* New Employee

e Uncertified T&AS

e Unvalidated T&As

View Agency Status report

This report outlines the current state of T&A records for an agency for a specified pay period range.
Timekeepers may generate this report only for employees assigned or delegated to them.

The report shows:

e The pay period included in the report
» Organization and agency

» Employee location information and codes,

*  Number of active employees

* T&A pending, on hold, validated, certified, and built

webTA 3.8 Timekeeper’s Guide

43

© 2008 Kronos Incorporated



Timekeepers may set a pay period range and whether or not to exclude delegates (that is, to include
only employees assigned directly to them for this report) when setting up the report parameters.

Default Schedule report
This report shows schedules for all of your employees who have default schedules set up.

The report shows:

» Employees’ names and user IDs

« Employees’ alternative schedule types

» Daily hours for the pay period

» The total of each employee’s default scheduled hours

Final Timecards report
This report lists the names, user IDs, Timekeeper's IDs, and Supervisor's 1Ds for employees with a
final time card.

Results are restricted to employees assigned to you. If you do not have your organization set in your
employee profile, then the report will be empty. Similarly only those employees who have their
organizations set in their employee profiles will be displayed in the report.

New Employee report

The report lists the first and last names of new employees assigned to you, their user 1Ds, their
Timekeeper's and Supervisor’s user 1Ds, and their organization. Employees remain new until one of
their timecards is included in a build.

Uncertified Timecards report

This report lists time cards for employees assinged to you that are uncertified. The report shows the
names of the employees, their user IDs, their Timekeeper's and Supervisor’s’ user 1D, organization,
and the pay period for the uncertified time card. Each uncertified time card appears on a separate line
in the report.

Unvalidated Timecards report

This report lists time cards for employees assinged to you that are have not been validated. The report
shows the names of the employees, their user IDs, their Timekeeper's and Supervisor’s’ user ID,
organization, and the pay period for the uncertified time card. Each unvalidated time card appears on a
separate line in the report.

Generating the View Agency Status report

The agency status report outlines the current state of webTA for a given agency, and displays the state
of all records for a specified pay period range.

Timekeepers can generate the report only for employees and delegates assigned to them.
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The Agency Status Report generates a line for each Timekeeper in the system that includes
incompletely processed records for pay periods that have ended. If there are no records in the report,
all records have been fully processed.

The report shows, by organization and according to the pay period range chosen, the totals of time
cards that are pending, on hold, validated, certified, and built.

To generate the View Agency Status report:

1. On the Timekeeper Main Menu page, click Reports.
The HR Administrator Reports Menu page opens.
2. Click Status

The Agency Status Report Criteria page opens.

3 webTA: Agency Status Report Criteria: com.threeis.webta P496agencyStatusieportPar, =10
| e Edt Yew Favortes Jook Help '!.’..
=
Help Logout
Agency Status Report Criteria
_ From Ta
Pay Period Range ’m Iﬂ IM ’E
-
Continua I Relurnl
£4KRONOS
|

3. Select the beginning and ending dates for the pay period range and the status you want the report to
be generated for.

4. If you want to exclude delegate data from the report, click to select Exclude Delegate.

The status report opens.
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P web TA: Agency Status Report: com threess mebtaP 497 sgencyStatusReport - Microsolt Internet Explorer
Ele Edt Yew Fporkes ook Heo

Agency Status Report

Pay Period Range: 5 - 2007 TO § - 2008

Employea Status: Active

Include delegates

eeper|Organization }u‘]cncyi.'-.‘.lare m <p Code a\r:li!.r:L:Imp.I I;::L:‘::jﬂ .""T:

USAID USAID CO 3333 (33 1 o o 1
USAID USAID FL 6666 66 1 o o 1
USAID USAID GA 5555 |55 55 1 o o 1
USAID USAID HI 9999 99 |99 1 1] (1] 1
USAID USAID L 5655 |85 |55 1 (] o 1

2007-07 USAID ADMIN USAID USAID KS 2222 22 2 1 o o 1
USAID USAID |MA 2222 22 (22 1 1] o 1
USAID USAID MA 4444 44 44 1 {1 o 1
USAID USAID MI 77T 77 |77 1 0 o 1
USAID USAID D 3333 |33 33 1 o o 1
USAID USAID ND 6666 66 |66 1 0 o 1
Usaln USAID AR 1111 11 11 1 1 o o
USAID USAID CO 3333 33 33 1 o o 1
USAID USAID FL G866 66 66 1 ] (] 1
USAID USAID GA 5555 (8§ 58 1 0 o 1

2007-08 USAID ADMIN usaln USAID  HI 9999 99 (99 1 (] o 1
USAID USAID KS 2222 |22 |22 1 o o 1
USAID USAID MA  |2222 22 22 1 o ] 1
USAID USAID MA 4444 44 44 1 0 o 1
USAID USAID Ml 77T M 77 1 (1] (1] 1
USAID USAID WD 3333 33 33 1 0 o 1

Download I Retum I
£4KRONOS

Result Page: 1234567889

Total T&A|Tota
d |validated | Certifiec

Result Page: 1234567

el il e O e e e e
(S TPl o O P g P g = T P P P T P g g g

L |

5. If you want to open the report in Microsoft® Excel, click Download, click to select Open with

Microsoft Excel, then click OK.
-0OR -

If you want to download the report in Microsoft® Excel .XLS format, click to select Save to Disk,

then click OK.

Generating the Default Schedule report

The default schedule lists all the employees for a timekeeper who are using default schedules.
The information displayed in the default schedule report includes the employee name,
employee 1D, and the employee's alternative schedule type followed by daily hours for the pay

period, and the total hours for the entire default schedule pay period.

To generate a Default Schedule report:

1. Onthe Timekeeper Main Menu page, click Reports.
The Timekeeper Reports Menu page opens.
2. Click Def. Schedule.

The report opens.
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webTa: Default Schedule Report: com.threeis.webta.P462defScheduleReport 1 o [ 3}
Fle Edt Wew Go Bookmarks Tools Help

Help Logout

Default Schedule Report

[ enviovee | | rour | asoneane [ I o

Test, Test TEST|Full Time|4 Ten-hour Days 10:00 10:00 10:00 10:00 10:00 10:00 10:00 10:00 80:00
fungk, Christian CLY8 Full Time Regular 8-hour Days| |10:00 10:00 10:00 10:00 10:00 10:00 10:00/10:00 80:00
Yungk, Christian CLY1 Full Time Regular 8-hour Days 8:00 8:00, 8:00 8:00 8:00 8:00 8:00 8:00 8:00/8:00 80:00
Yungk, Christian CLY2 Full Time Regular 8-hour Days 8:00 8:00 8:00 8:00 8:00 8:00 8:00, 8:00 8:008:00 80:00
Yungk, Christian CLY7 [Full Time 4 Ten-hour Days 10:00/10:00 10:00|10:00 10:0010:0010:0010:00 80:00

Return

E4KRONOS

Done

Generating the Final Timecards report

This report requires that you directly enter Social Security numbers when webTA is configured not to
display these numbers. Consequently, because Social Security numbers are not visible, any results
obtained by using webTAs search function will not include employee Social Security numbers.

To generate a Final Timecards report:

1. Onthe Timekeeper Main Menu page, click Reports.

The Timekeeper Reports Menu page opens.
2. Click T&A Summaries.

The T&A Summaries (PDF) page opens.

I webTA: TR Summaries (PDF): com.threeis.webta.P4391reportParams - Fire = Dlﬂ

File Edit Miew Go Bookmarks Tools Help

Help Logout

T&A Summaries (PDF)

From To

Pay Period Range l__IEDDE ~ I__[12 - ,__I2DDE - |__[25 =

Enter up to 10 85N, 1 per line,

Employee S5N's

Search |
T&A Type All it
Continue Return

£4KRONOS

| Done
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3. Select the pay period range you want summaries for by selecting from the From and To date lists.

4. Select the T&A type from the T&A Type list.
5. Type in the Social Security numbers for all employees who you want included in the report

=10 x|

Help Logout

) webTa: T&A Summaries (PDF): com threeis.webta P4391reportParams

Elle Edit Wew Go Bookmarks Toolks Help

T&A Summaries (PDF)

IEEII]E 'I 12 'I 2006 >| |28 'I

To

Pay Period Range

Enter up to 10 55N‘s. 1 per fine.

Employee SSN's

Search

T&A Type All i
Continue | Return
E£4KRONOS
| Done 4

When you are finished adding employees, click Continue.

webTA generates the report.
wehTA: Finalized Timecard Report: com.theeeis.webta 4551 finalized T AReport - Microsolt Internet Explorer =101 x|
Fle Edt Yew Fgwodtes ook Heb -
=
Help Logout
Finalized Timecard Report
Employee Employee Timekeeper Supervisor P Pay
Name User Id User Id User Id Organization periog
AMIN, DORIS | AMINID TKPLUI DOEF SECA i
MCGARB TKPUI DOEF SECA 200
LAPAM DOEF SECA 3 3007

MACK, BOB

WARNER, DEL| WARND
_Downosd | Retum |

£4KRONOS
If you want to open the report in Microsoft® Excel, click Download, click to select Open with

7.
Microsoft Excel, then click OK.

- OR -
If you want to download the report in Microsoft® Excel .XLS format, click to select Save to Disk,

then click OK.
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Generating the

New Employee report

The New Employee report lists new employees and their user IDS, SSNs, Supervisor’s and

Timekeeper’s IDS,

organizations, and the pay period

To generate a New Employee report:

1. On the Timekeeper Main Menu page, click Reports.

The Timekeeper Reports Menu page opens.
2. Click New Emps.

The New Employee Report Parameters page opens.

’3 webTA: New Employee Report Parameters: com.threeis.webtap

| Ble Edt View Favortes TJooks Help

ST

5
| -

Help Logout

New Employee Report Parameters

From To

Pay Period Range

IEBU? 'I 7 '] 12008' [26'

Enter up to 10 88Ns. 1 per fine.

Employee SSNs

Search |

Continue | Retuml

£4KRONOS

3. Select the beginning and ending pay periods for the report.

4. Inthe Employee SSNs box, type in the Social Security numbers for the employees you want to

include in the report.
5. Click Continue.

webTA generates the report.

web1 & mew Imployee Report: com threes.webta PA5SSZnentmployeef epart =10 x|
Be E% Yoo Fpoortes [ook el &
=
New Employee Report
E Empl Timek: s i Lt P
Name© | Uterta. | 'Userta. | “Ukerta’ Oroanization poR¥
AMIN, DORIS | AMINID TKPUI DOEF SECA 7
MACK, BOB MCGARE TKPLUI DOEF SECA
WARNER, DEL| WARND LAPAM DOEF SECA 2007
Download I Retum I
£ 4KRONOS #
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Microsoft Excel, then click OK.
-0OR -

If you want to open the report in Microsoft® Excel, click Download, click to select Open with

If you want to download the report in Microsoft® Excel .XLS format, click to select Save to Disk,

then click OK.

Generating the Uncertified Timecards report

This report lists the name of the employee, their user ID, their SSN (if configured), their Timekeeper's
ID, and their Supervisor's ID, organization, and pay period for employees assigned to you whose

timecards have not been certified.

To generate an Uncertified Timecards report:

1. On the Timekeeper Main Menu page, click Reports.
The Timekeeper Reports Menu page opens.

2. Click Uncertified T&As.
The Uncertified Timecard report opens.
3§ webT A: Uncertified Timecard Report: comthreeis.webta.P4553uncertified TAReport - Microsolt Internet =100
| Bl Edt wew Favortes Tooks el I
Help Logout -
Uncertified Timecard Report
et | et | S e {oreneatal 00
DOE) AMINID Floyd, Fred FLOYF 01 2005
Download | Retum
S4KRONOS
=
3. If you want to open the report in Microsoft® Excel, click Download, click to select Open with

Microsoft Excel, then click OK.
-OR -

If you want to download the report in Microsoft® Excel .XLS format, click to select Save to Disk,

then click OK.

Generating the Unvalidated Timecards report

This report lists employees’ names, user IDs, SSNS (if configured), Timekeeper's I1Ds, and
Supervisor's IDs of employees whose time cards have not been validated.
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Results are restricted to your employees.

To generate the Unvalidated Timecards report:

1. Onthe Timekeeper Main Menu page, click Reports.
The Timekeeper Reports Menu page opens.
Click Unvalidated T&As.

The Unvalidated Timecard Report opens.

D webTA: Dnvalidated Timecard Report: comthresis.mebta PESS4unvalidated T AReport - Microsaer

Ble Et Hew Fgoorkes Jook Hep

Unvalidated Timecard Report

Timekeeper Supervisor Employee Employee
User Id User Id Name User Id

Shock, Anna
h b Al
ADMIN ADMIN Phylactic NNA

Funation,

ADMIN Bertha

ADMIN BERTHAF

ADMIN I;utt-ele ft, llene

ADMIN LITTLEI

ADMIN ADMIN THeE, HQ HOTIME
Timekeeper 1 i

Adrmanistrator,

ADMIN ADMIN The ADMIN

Download Retum

Organization p

Help  Logout

Result Page: 1 2 Next

Pay
eriod

AELRED 23 2007

AELRED 24 2007

AELRED 24 2007

TSA 09 2007

TSA 23 2007

Result Page: 1 2 Next

£4KRONOS

-OR -

If you want to view the report, click Download, then click Open.

If you want to save the report in Microsoft® Excel .XLS format, click Download, click Save,
navigate to the location where you want to save the file, then click OK,

Delegating your webTA Timekeeper role

Timekeepers typically designate a delegate in case of their absence. (You are not required to create
delegates, but it is recommended to assign at least one.) As a Timekeeper, you may delegate your
webTA Timekeeper role to as many alternates as you want to. The delegates you designate have the
same rights to administer webTA records as the original Timekeeper.

Delegated authority remains in effect until you remove the user ID of the delegate from the list of

delegates.

If you have more than one privileged role in webTA (such as being both a Timekeeper and
Administrator), you must separately delegate each role. The Main Menu page from which you access

the delegate function determines the role you delegate.
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To assign your Timekeeper role to a delegate:

1. Click Delegate on the Timekeeper Main Menu page.

The Delegate Timekeeper Role page opens.

webTA: Delegate Timekeeper Role: com.threeis.webt legate =10l x|

Fle Edt Yiew Go Bookmarks Tools Help

Help Logout

Delegate Timekeeper Role

Timekeeper delegates for USERID: admin

Current Delegates

Mo delegates for this role,

Add Search
Undelegate All Return

£4KRONOS

Done | webta kronos.com (4,

2. Type the employee’s user ID in the text box, or search for and select the employee, then click Add.

webTA assigns the delegate, and her name and user ID appear in the Current Delegates list.

To remove delegates:

1. Click Delegate on the Timekeeper Main Menu page.
The Delegate Timekeeper Role page opens.

2. If you want to remove one delegate in the list, click Del next to the delegate you want to remove.
- OR-
If you want to remove all delegates, click Undelegate All.

Taking over the Timekeeper role for an employee

When an employee who is already in the webTA database transfers among agencies or within your
office, you can reassign the person to yourself using the Take Over as Employee’s Timekeeper
function.

New employees to the department who are not already a part of webTA must be entered using the Add
User function on the Select Employee page.

When you take over an employee, his Contact Point information is changed to your Timekeeper
Profile data.

When you reassign an employee, an informational task is generated to inform the employee's previous
Timekeeper and the Administrator of the employee’s reassignment.
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To take over the Timekeeper role:

1. Onthe Timekeeper Main Menu page, click Take Over.

The Take Over as Employee’s Timekeeper page opens.

wehTa: Take Over as Employee's Timekeeper: com.threet 8che = (=] S|
Fle Edt Yiew Go Bookmarks Tools Hslp

Help Logout

Take Over as Employee's
Timekeeper

Pressing 'Take Over' below will reassign this employee to you. A
task will be sent to the old timekeeper and the administrators
notifying them of this change.

Employee to take over
Employee User ID Search
Take Over Cancel

Al

4KRONOS

| Dane | webta kronos.com

2. Type the employee’s user ID in the text box, or search for and select, the employee.

The employee’s user ID appears in the Employee User ID box.
3. Click Take Over.

webTA assigns you as Timekeeper for the employee, and returns you to the Timekeeper Main
Menu.
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